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An introduction and guide to using this material 


This material is one of four modules intended to support the Individual Performance Management 
process at DIGITAL. This module focuses on goal setting at the work group and individual level and 
supports Steps 1, 2, 3, and 4 of the Individual Performance Management process at DIGITAL. 
Essentially, pages 3-21 support Step 1, and pages 22-28 support objective-setting at the individual 
level, the focus of Steps 2-4.' 


I 5 
, Business : 
| Goals Set \ 

1 


Step 7 
Recognition, Reward, 
and Development 

Discussions 


Step 6 


Performance 

Review “7 ™® 
ee , ce 
| Business \ Communication 
' Review | 
| 1 
| Process \ 

Step 5 

Ongoing 

Monitoring, 


Feedback, 
and Coaching 


a 


‘The module, Planning for Development, also supports Steps 2-4 as well as Step 7. 
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Pages 3-21 focus on setting goals at the “work group” level. To do this effectively, “intact work 
groups,” defined as any group—a manager and his or her direct reports, a department, a business, 
function, or geography—work together to complete a series of successive exercises to define the 
work group’s purpose and goals. The outcome is work group goals, with timeline, milestones, 
required resources, and success measures. These goals are input for individual performance 


objectives. 
The work group goals 


Strategic goals 

Initiatives 

Measures and targets 
Alignment with other groups 


Help individuals 
¥ 


Prioritize work 
Identify special projects 

Identify skills to develop 
Develop an individual pe 


The process described here is one approach to achieving alignment between group level goals and 
individual efforts. However, some areas of the business may have a different process used to achieve 


the same outcome. 
Pages 22-28 focus on individual objective setting, using work group goals as input. 


The intended audience for this module is managers and employees. Accordingly, there are several 
ways the material in this module may be used: 


1. A facilitator could use the materials presented on pages 3-21 in a workbook-like format, using 
overheads to guide the group discussion, record ideas, and help the group reach agreement on a 
tentative work group plan that identifies initiatives for the group, and measures and targets for 
these. Additionally, the session could include training on individual objective setting, using 
pages 22-28 as a resource to develop corresponding overhead materials. The worksheets on 
pages 13, 17, 20, 21, and 28 could be used as handouts to session participants. 


2. A manager could use pages 3-21 of this material to facilitate his or her work group through goal 
and objective setting. The manager’s role in this case would be to lead the group, share any 
information about goals he or she has and share his or her own performance objectives. 


3. An individual could use pages 22-28 of this material to help develop individual performance 
objectives. 


Regardless of the format used to work through this module, it is important to provide participants 
with copies of business goals, strategy, mission, and such, to provide a starting point and guidance 
for the group or individual. 
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Overview 


Each year, corporate goals are developed and shared throughout DIGITAL. Senior management 
teams interpret these goals and develop supporting business plans. In turn, every individual develops 
individual performance plans based on the business goals. The intention is to align all individual 
efforts with the corporate direction. 


This module will focus on: 
e Defining goals at the organizational or work group level; and 


e Defining individual performance objectives that support the organization’s or work group’s goals. 


..and you will be able to: 
e Write SMART objectives; 


e Define the purpose of your work group; 
e Define objectives for your work group; and 


e Set individual performance objectives. 


Performance planning 


———————— | 
What is performance planning? 
Performance planning is a mutual process between the manager and the employee where you: 


e Translate business goals into individual performance plans; 
e Implement and review the fulfillment of the individual performance plan; and 


e Define the agreements between the manager and the employee concerning the individual 
performance plan. Identify the resources needed by the employee and any skills or capabilities that 
are or will be required to accomplish the work. 


Why do performance planning? 
The purpose is to align the needs of the company and those of the individual through a mutually 
defined agreement between the employee and the manager. 


How does it work? 

Strategic goal setting starts with the DIGITAL corporate goals. Each level of “work group” 
identifies strategies and goals that support the work group above them. Each work group’s goals 
become input for the next lower level work group. The information sharing continues until every 
work group has clearly identified goals that link to the DIGITAL corporate goals. 


Links to individual performance management 
Work group goals are linked at the individual performance level through the Individual Performance 
Management process. 
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Strategic goal setting process 


Step 1 


Step 2 


Step 3 


Step 4 


Step 5 


Step 6 


Activities 
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Set SMART Objectives and 
Success Measures 


Assess Impact on Others 
Y 


Identify a Timeline With 
Milestones and Resources 


Set Individual 


Performance Objectives 


Outcomes 


Statement of purpose 


Work group goals 


Work group objectives and 
measures of success 


Impact assessment 


Timeline with milestones for each 
objective and resources required 


Individual performance plans 


Step 1: Identify your work group purpose 
Purpose 


A Purpose Statement describes the major reasons why the work group exists. It answers the question: 


“Why are we here?” The work group purpose must be clear if you are to focus on the right results. 


You can think of a Purpose Statement like a lighthouse, ensuring that everyone in the group is 
rowing in the same direction toward the same location. Your Purpose Statement will probably not 
change much over time. Your business strategy, in the form of goals, will change each year but will 
still support the purpose. 


A “guide” for actions 

A Purpose Statement serves as a guide for all actions your group takes. If your group is involved in 
activities that are inconsistent with your purpose, then you should question whether that activity will 
lead to your overall work group success. 


Creating a Purpose Statement 
Your work group Purpose Statement should be approximately three to five sentences. 


Suggested steps 
Below you’ll find some suggestions for developing your Purpose Statement. 


1. Answer key questions about your work 


group. 


¢ What do you believe is the essential reason for your work group’s existence? What fundamental 
needs do you fulfill? How could this change in the future? 


¢ What products and services do your customers and markets need/want/expect/demand now? How 
will these change in the future? 


e How would you want your work group’s efforts described by other DIGITAL work groups? Your 
customers? 


e What values should guide your efforts? 


2. Generate a list of key words or 
phrases that should be included in 
your Purpose Statement. 


© What quality or process improvement objectives do you need to reach? 


e Words or phrases could relate to results, quality, environment, customers, etc. Some examples are 
market-driven, innovative, profitable, and customer satisfaction. 
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3. Draft your Purpose Statement. 


Using the key words and phrases, draft your Purpose Statement. A Purpose Statement should 
consist of no more than three to five sentences. 


4. Does your Purpose Statement clearly: 


Specify the essential reason for your group’s existence? 


Address the needs of your customers? 


e Inspire people to do their best? 


Differentiate you from other work groups? 


5. Test with employees and internal partner 
groups and revise as necessary. 


Purpose Statement Examples 


Example 1: 
Our purpose is to provide exceptional levels of technical customer support to our commercial accounts. We must 


ensure that every customer interaction is a satisfying experience for both the customer and ourselves. Our exchanges 
with our customers must be courteous and professional and the information that we provide must be appropriate and 
accurate and meet our customer’s needs. 


Example 2: 
Our role in the organization is to maximize sales of pentium computers through innovative and effective marketing 


and advertising campaigns. We must develop and implement creative marketing and advertising solutions for the 
pentium product such that potential customers can appreciate the advantages of using our specific pentium 
computers and desire to purchase them. 


Example 3: 
Our role in the organization is to design and deliver cost-effective and customer-focused benefit programs to our 


employees. We must leverage the value of the benefit programs that we provide to our employees such that it 
creates a competitive advantage for DIGITAL in the workplace and makes us the employer of choice in the 


technology industry. 


e It is important that everyone in the group is able to support the Purpose Statement. 


Step 2: Identify strategic goals 

Purpose 

Strategic goals are those key initiatives that directly support the work group’s purpose. In other 
words, they are broad areas that will have the greatest impact on achieving results. The goals should 
revolve around the key products and services the work group provides. To ensure alignment and 
ultimate success of the work group, the work group goals must link with and support the corporate 
goals of DIGITAL. 


A common mistake is to identify activities instead of goals first. It is important to identify what you 
want to be able to do differently. Then you can identify activities or milestones that need to be 
accomplished in order to meet those goals. Milestones are key interim points or activities that need 
to be met to reach your overall goal. Often, people participate in various activities without clearly 
knowing what results they need or expect. Set desired goals first and then discuss milestones. 


Goal statements 

You’ll create a goal statement for each broad area you identify as a priority for your work group. 
Each goal is a short statement of what you want to achieve in that area. During the coming year, 
your group may be able to achieve this goal completely, or it may take your work group a few years 
to get there. It’s important to verbalize the desired end result. 


Suggested steps 


J. Answer some key questions about what 


areas contribute most to your success. 


Which areas would most strongly support the organization’s strategy? 


What must go right in order for your group to accomplish its purpose? 


What actions, if they went wrong, would jeopardize or perhaps cause your work group to fail? 


Which areas need the most attention right away? 


2. Select and prioritize the top three to eight 


areas to focus on during the coming year. 
Do these areas clearly: 


Support your customer’s highest priorities? 


Support the work group purpose? 


Support the goals of work groups above yours in the organization? 


AARP 
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e Relate to your most critical work? 


e Fall under the principle control of your work group? 


3. For each goal area, draft a goal statement 
that verbalizes the desired results. 


Goal Statement Examples 

Example 1 

Our technical customer support goal is to have a 100 percent customer satisfaction rate with the quality of the 
technical support that we provide. By achieving this goal, we will help to support the DIGITAL corporate goal of 
customer focus and delivering business solutions on high-performance platforms and services. 


Example 2: 

Our goal is to double the sales of pentium computers by the end of fiscal year 1998. Our ability to double our sales 
volumes through innovative market and advertisement techniques will ensure that DIGITAL is viewed as a leader in 
the technology industry. 


Example 3 

Our business unit goal is to maximize the impact of the financial resources that DIGITAL allocates to employee 
benefit programs. By leveraging the value of the DIGITAL employee benefits programs, we will help DIGITAL to 
control benefit costs and attract and retain the key talent necessary for both current and future organizational 


success. 


e Your goal statement may be either short term or long term. It should summarize your current state 
and predict your future state. 


Step 3: Set SMART objectives and success measures 


Purpose 
During this step, each strategic goal is transformed into a measurable objective statement. SMART 


objectives are a commitment to achieving measurable results during the year. (“What gets measured 
gets done.”) Objectives help identify who is accountable for what result. 


SMART objectives ba 
Well-defined objectives have five common characteristics that are easily remembered by the 


acronym SMART. 


Specific: Clear and concise statement of what will be accomplished. 


e Measurable: Concrete, observable statement of what will be different once the objective is 
achieved. 


e Attainable: Feasible in terms of time, costs, and the challenge the objective presents. 
© Relevant: Tied to a specific element of the business plan. 
e Time-bound: Includes a specific date for achievement. 


This model is the general model we use for any type of group or individual objective setting. 


Specific action and outcome 


A specific action focuses on a particular activity that leads to a result. The nature of the activity, as 
well as the result, should be clear to all observers. 


Measurable result 


Measures let everyone know whether actions have been accomplished. All actions should have 
measurable results that can either be counted or verified. Measures such as productivity, cost, time 
and quality are quantitative, and can be counted. 


> 


Productivity || * Number of new products to market 


Costs |] © Project cost savings 
Program costs 


Time Overtime 


Quality Customer satisfaction 
Number of complaints 
Percent of tasks completed to standards 
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Verifiable measures may not always be strictly quantifiable, but two individuals could agree on 
whether or not the measure was reached. Some examples of verifiable measures are: 


Customer |{e Survey ratings 
Satisfaction |] Repeat business 
e Interview responses 


Job e Survey ratings 


Satisfaction Interview responses 
Job tenure 
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Attainable 

Well-developed objectives are attainable. Common experience demonstrates that people are not as 
motivated by expectations that are either too hard or too easy. The most effective objectives are 
those that are possible to achieve, yet are challenging. 


The time allowed for completion and the total magnitude of the result are important considerations. 
Unrealistic time frames and too many or too few results can prove to be demotivating. Your work 
group should test the “reasonableness” of objectives with lower-level work groups. 


Relevant 

Expected results must lead to outcomes that are meaningful to the organization and its customers. 
Relevant results are motivational. People want to see the “big picture” and understand why reaching 
their expected results makes a difference to them personally and to the organization. 


Time-bound 

Expected results are usually linked to a time frame, with a specific deadline. Using deadlines enables 
the organization as a whole to do a better job at coordinating the efforts of multiple work groups and 
individuals. Deadlines also help deter the inclination toward procrastination. If specific deadlines 
cannot be determined at the time the objective is set, an amount of time or number of work hours to 
be expended may be established. 


Clear goals and success measures 

When setting SMART objectives, consider the objective statements generated in Step 2. Your 
objectives should be focused on identifying specific results. Success measures must be established 
for each objective. These measures are the ultimate yardstick used to determine positive or negative 
business impact. 


Suggested steps 


1. For each objective statement, answer the 


following key questions. 


¢ ‘What and how much can we or must we achieve this year? 
e If we achieve this, how would we measure it? 
e In terms of the measure, what would success be? 


© What are the sources of this measurement (i.e., how would we track success and provide feedback 
to the organization)? 


2. Draft objectives and success measures for 


each objective statement. 
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¢ Draft an objective consisting of an outcome, a date, success measures and sources to track the 
measures. The worksheet on page 13 can be used as a tool. Action words that can be used when 
drafting objectives are included in the Appendix. 


3. Do your objectives meet the SMART 
criteria? 
e Specific 

e Measurable 

e Attainable 

e Relevant 


e Time-bound 


SMART objective and success measure examples 


Example 1 
Achieve a 90 percent customer satisfaction rate for technical advice and support provided, by December 30, 1998. 


Example 2 


Increase sales of pentium computers by 20 percent from our current levels, by August 15, 1998. 


Example 3 
Increase the sales force by 10 percent to meet the increased customer demand, by April 30, 1998. 
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Work group objectives and success measures worksheet 


Sources to track the 
Success measures (e.g., 
measures surveys, reports, etc.) 
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Step 4: Assess impact on others 


Purpose 
Each work group is one of many groups within the organization, all working toward common 


business goals. In many, if not all cases, one group’s objectives impact the objectives and related 
activities of other groups. Therefore, it is critical to identify the interdependencies and overlaps and 
resolve issues between groups as early and efficiently as possible. 


To ensure organization-wide integration and identify common support requirements between groups, 


the impact of your objectives should be assessed against these five general areas: 


e Customers; 

e Employees; 

e Systems; 

e Processes; and 


¢ Other functions/departments/groups. 


You should consider whether another activity within the organization eliminates the need for one of 
your objectives. 


Assessing impact on others also helps to uncover pockets of resistance the group might encounter as 
you begin to implement your objectives. For example, employees who are most affected by the work 
group’s objectives may also be greatly affected by other work groups’ objectives. This may result in 
“change overload” and associated employee resistance. With this information, the work group can 
proactively address resistance to help eliminate delays and other related problems. 


The following questions will help you assess impact on the five general areas listed previously. 
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Suggested steps 
e For each objective, answer the key questions below. (You can use the Impact Matrix on page 17 as 
a tool). 


1. Customers: 


¢ How does this objective impact customers? 
© Should we discuss the impacts with customer? 
e Are they likely to resist any changes? 


e Will they need to be educated and trained? 


2. Employees: 


e How will employees in this work group react to the change (positive, negative, indifferent)? 
¢ How will employees in other affected work groups react to the change? 

¢ How many other changes will impact affected employees at the same time as this one? 

¢ How should we communicate our plans? 


e Will employees need to be educated and trained? 


3. Systems: 


e Which (technical) systems will this objective impact? 
¢ What is the impact to the system? 


e Can the system handle these changes this year? 
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How do these changes fit in with the overall information systems plan? 


e Do other groups use this system? How will they be impacted? 
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4. Processes: 


e Which (functional) processes will this objective impact? 
© What current processes (i.e., budgeting) require modification? 


© Will the objectives result in changes that impact other groups that use the process? 


5. Other functions/departments/groups: 


e How will this objective impact other groups at DIGITAL? 
¢ How do other groups’ activities impact this objective? 


e What will you need from other groups to succeed with this objective? 


6. Based on your answers, revise your 
objectives, if necessary, and plan to 
manage the change process. 


Managing change 


Once the impact has been assessed, your group can anticipate and manage the change process. You 


may also find you need to modify or eliminate some objectives. 
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Impact matrix 


Employees 


Systems 


Other Functions/ 
Departments/Groups 
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Step 5: Identify a timeline with milestones and resources 

Purpose 

Identifying a timeline and milestones provides you with a high level overview of your work group’s 
objectives for the year. You can develop an overall timeline for each objective with associated 
milestones. Milestones represent process or interim measures rather than the overall results measures 
identified when the group set objectives. Budget and other resource requirements are also 
considered. 


Benefits 
You’ll find there are several benefits to creating a timeline and milestones. 


© The timeline serves as a “sanity” check for the group’s efforts. (“Can we do all this?”) 
e The timeline can be used to set work group priorities. 


e Establishing a timeline and milestones requires that resources for each objective are identified to 
ensure that progress is not blocked. 


e The timeline and associated milestones facilitate discussion of specific individual assignments, 
providing a link to the Individual Performance Management process. 


Setting milestones helps keep you and your team on track. 


e Knowing the timeline and requirements allows to formulate initial budget estimates to eliminate 
surprises that could jeopardize projects. 


Suggested steps 


1. Plot each objective on a chart showing 
start and end dates and employees in the 
work group who will have primary 

responsibility for the objective. (A 

worksheet is shown on page 20.) 


2. For each objective, identify one to three 
major milestone events that will signal 
progress. 


e Mark these events on the timeline. 


3. Answer these key questions. 


e Is it feasible for our work group to complete this work this year? 
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e Is the work arranged in a logical sequence that is effective and efficient? 


Does the timeline allow for other organizational activities and priorities (particularly around 
implementation dates)? 


e In general, does the organization have the resources available to complete the objectives during 
this time frame? 


4. For each objective, think about the 
external human and physical resources 
required for success. 


e Use the Resource/budget matrix on page 21 as a tool. 
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Resource/budget matrix 
Objective 
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Step 6: Set individual performance ob jectives 


Overview 
Steps 2-4 of the Individual Performance Management process focus on creating and implementing a 


performance and development plan. The following pages provide suggested steps for setting the 
performance objectives, using work group objectives as a starting point. Guidance on setting 
development objectives is included in a separate module, Planning for Development. 


Whether goals at the work group level have been determined using the process described on the 
previous pages, or a different process specific to the business or department is used, the following 
process can be used for individual objective setting. 


Business 
| Goals Set 1 


Step 1 
Organizational 
Goal Setting 


Step 7 
Recognition, Reward, 
and Development 

Discussions 


Step 6 

Performance 

Review 
De te ian pw od | A F i 
| Business \ Communication 
' Review ! 
! \ 
; Process \ 

Step 5 

Ongoing 

Monitoring, 

Feedback, 


and Coaching 
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Purpose 

Work group objectives and measures serve as the input for individual performance plans. Individual 
performance planning ensures that each individual in the work group is focused on performing 
activities that support the work group and, ultimately, the DIGITAL corporate goals. Objective 
setting provides an employee with a clear understanding of his or her responsibilities, the criteria to 
be used to review performance, and ways to improve or enhance performance. It is motivating to the 
employee to participate in the establishment of his or her objectives and to jointly decide how the 
objectives will be achieved. 


In this step, you and each employee in your work group use the DIGITAL Individual Performance 
Management process to jointly set the employee’s objectives. 


Suggested steps 


You and each employee will follow many of the same steps used by the work group to develop 
individual performance objectives. These steps are outlined below. 


1. With the employee, identify individual objective 


areas. Answer the following questions: 


e What can the employee do to ensure the work group accomplishes its purpose and meets its 
customers’ needs? 


¢ To which work group objectives will the employee contribute? 


¢ What milestones are the employee accountable for on the work group’s timeline and milestone 
worksheet? 


e Which areas need the most attention right away? 


2. Jointly select the top four to six areas that the 


employee will focus on during the coming year. Do 
these objective areas clearly: 


e Support your customer’s highest priorities? 
e Support the work group purpose? 
e Support the work group goals? 


e Fall under the employee’s control? 


3. Jointly draft objective statements that set 
out what you want to achieve. 


4. For each objective statement, mutually set 


an outcome, a date, and success measures. 
Ask the following questions: 


© What and how much can the employee or must the employee achieve this year? 


¢ How will the employee know if he or she has achieved the objectives? How will the employee's 
results be measured? 


What are the sources of measurement? How will the employee’s performance be tracked? 


© Do the objectives meet the SMART criteria? 
— Specific? 
— Measurable? 
— Attainable? 
— Relevant? 


— Time-bound? 


5. Jointly agree on specific actions required 
to achieve the objectives. Consider the 
following: 


e Impact on other employees, work groups, and customers; 


Interdependencies critical to achieving success measures; 


Coordination with other people or work groups; 
e Resources and equipment required; 
e Training and developmental opportunities; and 


¢ Potential barriers and ways to overcome them. 
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6. With the employee, develop a timeline and 


key milestones. 


Is the performance plan feasible? 
Are adequate resources available to complete the objectives during the established time frame? 


How will you know when the objective has been achieved? 


7. Check the alignment of individual 


objectives with work group goals. 


Use the summary worksheet on page 27 to check alignment between individual and work group 
objectives. 


8. Mutually identify ways you and your 


employee monitor progress on an ongoing 
basis. 
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Examples of SMART Individual Performance Objectives 


Example 1 
Reduce quarterly backlog by 10 percent, by January 1, 1998. 


Example 2 
Respond to 95 percent of customer correspondence within three days, by November 1, 1998. 


Example 3 
Increase sales through independent channels by at least 5 percent per month, incrementally, by July 30, 1998. 


Example 4 
Develop a job order scheduling system which will reduce lot time to a maximum of 1/2 hour per job order, by 
July 15, 1997. 


Example 5 
Perform a standard assessment of the control risks to attaining the organization’s key objectives, by 
August 30, 1997. 


Example 6 
Develop a product design phase review process that reduces time to manufacturability by 10 percent, by 
March 20, 1998. 


Example 7 


Develop and implement a process for establishing strategic alliances with suppliers according to agreed benchmark, 
by January 1, 1998. 
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Summary worksheet 


a aS 
Purpose 

This section contains a worksheet to document your work group’s purpose and strategic goals, and 
individual objectives and measures. Ideally, the work group level information will be provided to the 
next lower-level work group to ensure its goals are aligned with your work group objectives. The 
information here can also be used to check alignment of individual objectives and work group 
objectives. 


Once the individual objectives are agreed upon they should be transferred to the Individual 
Performance and Development Planning and Review Form. 
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Objective setting worksheet 


Work group: Work group manager: 


eS 


Individual: 


Work Group Purpose 


Work Group Strategic Goals 


Interdependencies Support Requirements 
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Appendix 


The DIGITAL strategy for growth 


SS 
Mission: Deliver with our partners networked business solutions based on high-performance 
platforms and services. 


THREE major growth platforms... 

e High-performance 64-bit UNIX platforms; 
e Windows NT throughout the enterprise; and 
e Internet connectivity within and between enterprises. 
NINE high-growth market segments: 

¢ Data Warehousing 

e Continuous Computing 

e Enterprising Applications 

e Visual Computing 

e Windows NT Integration 

e Mail & Messaging 

e Intranet 

e Internet Commerce 


e Internet Service Provider 


Guidelines 


e Managers and employees will jointly develop an Individual Performance Management plan that 
will include performance objectives and development activities that are tied directly to the 
business goals. 


e Individuals are ultimately responsible for taking the initiative to assure their continuous 
development in conjunction with business needs. 


e Managers will ensure that coaching and feedback sessions occur on a regular basis and, as 
appropriate, the Individual Performance Management plan will be updated to reflect current work. 


e Managers and employees will use feedback processes to assess Individual Performance 
Management plan results. Feedback should include performance data from managers, direct 
reports, peers, and customers. 
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Glossary of terms 


Strategic goals 


Goal 


Objective 


SMART objectives 


Milestone 


Individual Performance 
Management process 


Performance plans 


Purpose Statement 


Work group 


Broad statements that reflect the major areas of responsibility for 
which an organization or work group prioritizes efforts and 
allocates resources to accomplish the organization or work group 
purpose. 


A statement of intent. 


A particular set of results or targets that support the business goals 
to be accomplished within a specific period of time. 


Specific statements that support the strategic goals and describe a 
commitment to achieve a measurable end result. SMART 
objectives should be Specific, Measurable, Attainable, Relevant, 
and Time-bound. 


An interim target representing a significant point in the 
achievement of a long-term objective. 


The process by which an individual and his or her manager jointly 
determine the employee’s work objectives for the performance 
cycle. Individual objectives should support work group and 
business, function, or geography goals and should ultimately link 
to the DIGITAL corporate goals. 


A document defining a DIGITAL employee’s performance and 
development to support business goals. 


The broad aims and distinctive accomplishments toward which an 
organization or work group directs its energies and inspires its 
people. 


A general term to refer to any “group”—a manager and his or her 
direct reports, a department, a business team, etc. “Work group” 
could also imply business, geography, or function. This applies at 
all levels of the organization. 


Action words 


Below are some action words that may be used when writing objectives. 


accept 
acquire 
adhere 
administer 
allocate 
anticipate 
appraise 
approve 
arrange 
assign 
assist 
assume 
audit 
authorize 
change 
coach 
compare 
compile 
contact 
continue 
contract 
contribute 
control 
cooperate 
coordinate 
correct 
create 
credit 
counsel 


decide 
declare 
design 
determine 
develop 
disburse 
discharge 
employ 
engage 
establish 
evaluate 
execute 
extend 
follow 
forecast 
formulate 
furnish 
give 
handle 
identify 
improve 
inform 
initiate 
instruct 
interpret 
interview 
investigate 
issue 
justify 
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maintain 
make 
meet 
modify 
negotiate 
organize 
participate 
perform 
prepare 
preside 
process 
procure 
promote 
propose 
protect 
provide 
publicize 
purchase 
reclaim 
recommend 
recruit 
reject 
release 
render 
repeat 
report 
represent 
request 
require 


requisition 
review 
schedule 
screen 
secure 
select 
serve 
service 
ship 
stimulate 
strengthen 
store 
submit 
supervise 
supply 
terminate 
test 

train 
upgrade 
write 
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Additional resources 


* Sacred Hoops, by Phil Jackson (1995), published by Hyperion 
¢ Supermotivation, by Dean R. Spitzer (1997), published by AMACOM Books 
¢ Mission Possible, by Ken Blanchard and Terry Waghorn (1997), published by McGraw-Hill 


e Successful Manager’s Handbook, by Brian David et al. (1996), published by Personnel 
Decisions Inc. 


© Competitive Advantage Through People, by Jeffrey Pfeffer (1994), published by Harvard Business 
School Press 


e Theory of Goal Setting and Task Performance, by E.A. Locke (1990) 
e The Leader in You, by Dale Carnegie and Associates (1995), published by Simon and Schuster 


e The Balancing Act: Mastering the Competitive Demands of Leadership, by Kerry Patterson et al. 
(1996), published by The Praxis Institute (800) 457-6106 


e Managing the “Performance” in Performance Management, by Marilyn Repinski and 
Maryjo Bartsch, Performance and Instruction Journal, January 1996 
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